nrSmith and Associates, PS

Retention Policy for Client Records

(Paper or Electronic)


	
	Retention Period in Years

	Published Reports
	

	
Auditors’ reports, audit or review financial statements, opinion and disclaimer
	7

	
Compiled or reviewed monthly, quarterly or annual financial statements
	7

	
Reports filed with government agencies
	7

	
Agreed-upon procedures, special reports (fire losses, special investigations, etc.) from date of final disposition, as deemed appropriate by us
	7

	
Systems reports
	7

	
Drafts of reports
	0

	
	

	Tax Files
	

	
Tax returns prepared by our firm; taxpayer retains original supporting documentation
	7

	
Tax surveys, research reports, agents’ examinations, and other special tax reports from date of final disposition
	7

	
Special tax assignments, tax elections, inventory methods (includes IRS examination documents, Cost Segmentation Studies, etc.), basis information
	Permanently

	
	

	Workpaper Files
	

	
Audited, reviewed, and year-end financial statements
	7

	
Compiled monthly and quarterly financial statements
	7

	
W-2’s, Forms 1099, business/payroll tax reports, and personal property tax affidavits prepared by us
	7

	
	

	Personal Financial Planning (PFP) Files
	

	
Investment management binders:  Account applications, Letter of Agreement, Investment Policy Statement, bound recommendations, investment analysis and recommendations, orders, transactions, confirmations, basis and rate of return information, Quarterly Reports, investment statements, management fee invoices, and correspondence
	Permanently

	
Investment management binders for former clients from date of final service
	7

	
PFP project correspondence, final reports and recommendations
	7

	
	

	General
	

	
Correspondence files, incorporated in client files
	7

	
Invoices to clients
	7

	
Work-in-progress, automatically purged upon final billing
	0

	
E-mails – Messages containing no substantive information that are sent only to provide attachments are purged immediately and the documents incorporated in respective client file.  E-mails with substantive information are incorporated in the client’s current file and retained as indicated for correspondence.
	


1
The above schedule applies to current and former clients, unless indicated otherwise.

2
Whenever records are relevant to a pending lawsuit or charge of discrimination, they must be retained until final disposition of the lawsuit or charge, in accordance with Washington State statute.

3
Offsite retrieval fee of $8 per file, not to exceed $32 for multiple files per incident, charged to client.
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